PeopleSoft CONHEC

Printing the State WS
Payroll Register

June 29, 2004

Breadcrumbs: Home > Compensate Employees > Manage Payroll Process (US) > Report 2 >
State Payroll Register
REQUESTING A STATE PAYROLL REGISTER

Use the following navigation to ‘State Payroll Register’ and select ‘Add a New Value.” If you have
run this report before, you can ‘Search’ or simply enter your ‘Run Control ID’.
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‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use
your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may simply enter your
Business Unit in the previous screen and it will recall your ‘Run Control'.

The screen on the following page shows where you need to enter your 5-digit Business Unit (you
will only get results for the Business Units for which you have security access). Enter the pay end
date for the month that you would like print. You must also enter ‘ND’ in the company. You will
then select Advanced, Supplemental, or Both, depending on what payroll you need the register run
for. Then Click ‘Run’.
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The following screen shows the parameters for the report and the *Format defaults to ‘HTM’. The
report is formatted to show best in adobe PDF format, so we recommend you select ‘PDF’ for the
Format. The Server Name should be ‘PSNT’. Then click ‘OK’ and you will be returned to the

previous screen.
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When you're returned to this screen, click on ‘Process Monitor’ to view the status of the report
running.
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At this Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your report
shows ‘Success’. Then click on ‘Details’.
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When you come to the Process Detail screen, click on “View Log/Trace” to get the next screen with
the report file name.
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Process Detail

Instance: 28964 Type: SGR Report
Mame: PAYOOZ_S Description: PAY002_S

Run Comtrol 1D: 1
Location: Serer
Server: PSMNT

O Delete Request
Recurrence:

Request Created On:  06/28/2004 11:35:52AM CDT Parameters Transter
Run Anytime After: O6/28/2004 11:24:5858M CDT Message Log

Began Process At: Q6282004 11:238:325M COT Batch Timings

Ended Process At: 0BI22/2004 11:39:065M CDT View LogTrace
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Then click the report name below to view the report.

Report/Log Viewer B

Instance: 28964 Tvpe: 20F Report
Name: PAYODZ = Run Cntl ID: 1

Status: Success Submitted By: lberger
Server: PENT Recmrence:

PAY002 S
Name ~ Size  CreationDate

Trace File 800 bytes Mon Jun 28 11:36:16 2004
< PAY002 S 28964.POF 14377 bytes Mon Jun 28 11:38:48 2004
1558 bytes Mon Jun 28 11:36:16 2004
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The report, shown below, may then be saved wherever you prefer to store it or you may print it at

your own printer.
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